	
	
	



qLegal Workshop Script on XYZ Topic for XYZ Audience

Team members: [list student names]
Agreed Dress Rehearsal with qLegal: [list date, even if approximate, for workshop dress rehearsal]
Workshop for [Workshop Host]:  [date, time and location of final workshop, for this template the workshop is from 2pm to 3:30pm]
*Please note that as with any template, you will have to adjust the details to your own specific situation. Highlighted information needs to be adjusted and is just an example.

	
	
	
	
	

	
	Objectives
	Details
	Point Person
	Times

	Before Start of the Workshop
	
Get your technology sorted out and make attendees feel welcome as they arrive. Do this whether your workshop is in-person or online.

	Make sure to get to the workshop plenty early. Please remember to build in extra time for your journey as being on time is VERY important.
Confirm with your host that he/she will be recording the session.
Make sure you know how to advance the slides.
Test your microphones and any other technology. 
As attendees join, make sure to say welcome to them, say your name, and ask them to introduce themselves and their business and location.

	All Team Members
	1:45pm

	Introduction
	
Introduce yourselves and qLegal, any housekeeping rules for workshop and your learning goals for workshop

	Good afternoon, everyone. Thank you for joining this session. 

My name is [student name]. I am a postgraduate law student at Queen Mary University of London and with me are [say your teammates names]. We are presenting on behalf of qLegal. qLegal is an award-winning service providing free legal aid service that provides legal advice and resources to start-ups and entrepreneurs. qLegal is student-run by Queen Mary University of London postgraduate law students with internal and external supervision from lawyers and legal professionals.  qLegal provides 4 services:
· 1:1 Written Legal Advice 
· Public Legal Education (like this workshop!) 
· Externships and
· Consultancy Projects

Overview of What the Workshop will cover/Learning Goals:
High level of overview of what the audience can expect to take away from the session.

Ground Rules for Workshop: 
We will be teaching each topic with an interactive session followed by a short lecture with slides. We will give you a chance to ask questions about the material we have covered at the end of each section. We are also happy to stay after to answer additional questions. We will be sharing our slides and notes with you after the session.

Please note – 
We are focusing today on the law of England and Wales.
We will not be giving legal advice in this workshop, only legal education and information. If you have legal advice questions, you can apply for our 1:1 legal advice clinic.

*Add any other applicable notes.

	First Student

	2:00-2:05

	Interactive session for first legal topic
	For attendees to develop awareness and curiosity about first legal topic
	Set out some facts about a fictional start-up and ask the audience to answer questions about the start-up that relate to your first legal topic.

Research shows that audiences learn best if you start with an interactive activity and follow up with a short lecture/explanation of the law you were testing in the exercise.

	First Student
	2:05-2:15

	Short lecture on [first legal topic] with 3 key concepts
	For attendees to receive core knowledge about [first legal topic]

	Use slides with minimal text and lots of images to teach the audience approximately 3 key concepts and take aways about your second legal topic. * Remember that you want to build confidence and awareness in the audience, not give them a detailed law lecture. They probably don’t need to know names of cases or statutes, but it would be good to point them to helpful UK government website, key terminology from the topic, who the regulator is, and other helpful, practical details they will want to know.
	First Student
	2:15-2:25

	Questions and Answers session about [first legal topic]
	For audience to ask questions about [first legal topic]
	See if the audience has any questions about the first topic.

Remember, you are delivering a legal education workshop, not providing legal advice. If anyone asks you for legal advice about their business, you can tell them that you aren’t able to provide legal advice but that they are welcome to apply to qLegal’s Legal Advisory Clinic.

If you are unsure about any of the questions, it is ALWAYS appropriate and professional to say “That’s a great question. I would have to do some research. I will be happy to do some research and add that information to the slides before we share them with you.” OR, if it’s too hard a question to research, you can always say “That’s a great question. What do you think the answer should be? Does anyone else have any ideas?”
	
	2:25-2:28

	Interactive session for [second legal topic]

	For attendees to develop awareness and curiosity about [second legal topic] 
	Good afternoon, my name is [name of Second Student] and I’m going to be talking to you about [second legal topic].

Set out some facts about a fictional start-up and ask the audience to answer questions about the start-up that relate to your second legal topic.

Research shows that audiences learn best if you start with an interactive activity and follow up with a short lecture/explanation of the law you were testing in the exercise.


	Second Student

	2:28-2:38

	Short lecture on [second legal topic] with 3 key concepts
	For attendees to receive core knowledge about [second legal topic]

	Use slides with minimal text and lots of images to teach the audience approximately 3 key concepts and take aways about your second legal topic. * Remember that you want to build confidence and awareness in the audience, not give them a detailed law lecture. They probably don’t need to know names of cases or statutes, but it would be good to point them to helpful UK government website, key terminology from the topic, who the regulator is, and other helpful, practical details they will want to know.
	Second Student
	2:38-2:48

	Questions and Answers session about [second legal topic]
	For audience to ask questions about the [second legal topic]
	See if the audience has any questions about the second legal topic.

Remember, you are delivering a legal education workshop, not providing legal advice. If anyone asks you for legal advice about their business, you can tell them that you aren’t able to provide legal advice but that they are welcome to apply to qLegal’s Legal Advisory Clinic.

If you are unsure about any of the questions, it is ALWAYS appropriate and professional to say “That’s a great question. I would have to do some research. I will be happy to do some research and add that information to the slides before we share them with you.” OR, if it’s too hard a question to research, you can always say “That’s a great question. What do you think the answer should be? Does anyone else have any ideas?”
	Second Student
	2:48-2:51

	Interactive session on [third legal topic]

	For attendees to develop awareness and curiosity about [third legal topic] 
	Good afternoon, my name is [name of Third Student] and I’m going to be talking to you about [third legal topic].


Set out some facts about a fictional start-up and ask the audience to answer questions about the start-up that relate to your second legal topic.

Research shows that audiences learn best if you start with an interactive activity and follow up with a short lecture/explanation of the law you were testing in the exercise.

	Third Student
	2:51-3:01

	Short lecture on [third legal topic] with 3 key take aways
	For attendees to receive core knowledge about [third legal topic]

	Use slides with minimal text and lots of images to teach the audience approximately 3 key concepts and take aways about your second legal topic. * Remember that you want to build confidence and awareness in the audience, not give them a detailed law lecture. They probably don’t need to know names of cases or statutes, but it would be good to point them to helpful UK government website, key terminology from the topic, who the regulator is, and other helpful, practical details they will want to know.
	Third Student
	3:01-3:11

	Questions and Answers session about [third legal topic]
	For audience to ask questions about the [third legal topic]
	See if the audience has any questions about the third legal topic.

Remember, you are delivering a legal education workshop, not providing legal advice. If anyone asks you for legal advice about their business, you can tell them that you aren’t able to provide legal advice but that they are welcome to apply to qLegal’s Legal Advisory Clinic.

If you are unsure about any of the questions, it is ALWAYS appropriate and professional to say “That’s a great question. I would have to do some research. I will be happy to do some research and add that information to the slides before we share them with you.” OR, if it’s too hard a question to research, you can always say “That’s a great question. What do you think the answer should be? Does anyone else have any ideas?”
	Third Student
	3:11-3:14

		Summary and Q&A
	Please leave 10 minutes to state your main points and take questions from the audience.
	In summary we have 
· identified that IP is everywhere.
· Mentioned the various IP rights that can exist in a business idea
· And identified ways to protect your IP rights when working with others. 

The floor is now open for your questions, please feel free to use the chat function.
(Remember to repeat each of the questions out loud before you answer them)
Take questions from the audience (if online, check to see if you have any outstanding questions in the chat/unmute to allow new questions). If it’s okay with your workshop host and your audience, you are welcome to stay beyond the allotted time to continue with questions.
When the Q and A ends, thank them for coming and for their participation and remind them that you will be sharing a copy of your slides with them via the workshop host.
	Azeezat Periola/ Yuan Zhong

	2:45 – 2:55




	
	In summary we have 
· [summarise first topic and 3 key take aways]
· [summarise secont topic and 3 key take aways]
· [summarise third topic and 3 key take aways]

The floor is now open for your questions and for a final discussion of these topics.
Remember to repeat each of the questions out loud before you answer them, both so that the audience can hear each question and to give yourself time to prepare your answer. Remember if you don’t know the answer, best to say you don’t know and that you will be happy to do some research and put some information in the slides.
If it’s okay with your workshop host and your audience, you are welcome to stay beyond the allotted time to continue with questions.
When the Q and A ends, thank them for coming and for their participation and remind them that you will be sharing a copy of your slides with them via the workshop host.
	Second Student
	3:14-3:30



	
	
	



